PART | DEPARTMENT OF HUVAN RESOURCES DEVELOPMENT 17. 039
STATE OF HAWAI

Cl ass Specifications
for the C ass:

ASSI STANT ADM NI STRATOR, | NFORMATI ON AND COMMUNI CATI ON SERVI CES
(ASST ADMVR, | NFO AND COWN SVCS)

Duties Summary:

Assi sts the division admnistrator with the operation and
adm nistration of a centralized statew de information processing
and conmmuni cati ons program directs, manages, and supports
i nformati on processing and tel econmuni cati ons services and
resources through subordi nate branch chiefs of the Information
and Comruni cation Services Division; and perforns other rel ated
duties as assigned or delegated by the Adm nistrator of the
| nformati on and Comuni cati on Services Division.

Di stingui shing Characteristics:

1. Nat ure and Purpose of Wrk:

This class is responsible for assisting the division
adm ni strator in planning, organizing, managing, and
directing the operations of the Information and

Conmmuni cati on Services Division. The work includes the
devel opnment and i npl enentation of policies and standard
operating procedures for the division; assisting with the
devel opment and i npl enentation of policies, procedures and
directions for the State's informati on and comruni cati on
servi ces program support and pronotion of the division s
goal s and objectives; assisting with the devel opnent and
justification of budget and expenditure plans; guiding the
division in the execution of its budget and expenditure

pl ans; and the resolution of daily operational problens such
as personnel matters, prioritization of projects and
resources approving requests for services, etc.

2. Supervi sory Contr ol

Positions in this class work under the general supervision
and direction of the Adm nistrator of the Information and
Communi cation Services Division. Wrk is reviewed primarily
for conpliance with general policies, established | aws,
goal s, and objectives of the division.
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3. QUi del i nes Avai | abl e:

Quidelines at this level are [imted to general policies,
established | aws, goals and objectives of the division.

4. Nat ure and Scope of Reconmendations, Conmtnents and
Deci si ons:

This class includes responsibility for assessing and
recommendi ng commtrents with regard to basic operations
within the division's operations. The class al so has
responsibility for the devel opnent, inplenentation, and

mai nt enance of the division's standard operating procedures,
and devel opnent of statew de standards, policies,
procedures, and guidelines for services provided by the

di vision to governnent agencies within the State and ot her
jurisdictions.

5. Per sonal Work Contacts:

This class involves extensive contact with personnel outside
of the division for purposes of coordination, collaboration,
negoti ation, consultation, and the devel opnent of working
rel ati onships. This includes contacts with |egislators,
depart nent heads and managers, other governnent agenci es,
vendors, contractors, and the public.

6. Nat ure and Extent of Supervision Exercised Over Wrk of
O her Enpl oyees:

A position in this class provides general guidelines and/or
directions to subordinate branch chiefs in relation to

di vi sional objectives, resource utilization, budgetary
constraints, and overall direction and goals of the State's
i nformati on and conmuni cati on servi ces program

Exanpl es of Duties: (Positions may not be assigned all of the
duties listed, nor do the exanpl es necessarily include all of the
duties that nmay be assigned. This does not preclude the
assignnment of duties which are not listed.)

Assi sts the division admnistrator in the managenent of the
| nf ormati on and Communi cation Services Division; directs,
or gani zes, and manages day-to-day operations to ensure
conformance with established policies and procedures; provides
gui dance and support in the operation of the State's information
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network to facilitate State operations and enabl e public/private
access to information systens; guides devel opnent of and
effective framework of information and comruni cati on processing
systenms, procedures, nethods and services for State agencies;

est abl i shes and maintains an effective |iaison wth hardware and
sof tware manufacturers, vendors and consultants; provides program
expertise to the Adm nistrator in the devel opnent of policy
directions for the division; prioritizes projects that require
resources fromnore than one branch; gui des devel opnent and

i npl enentation of State and division | evel standards, policies,
procedures, and guidelines for information technol ogy services;

| eads coordination of information technol ogy support for the
State’ s honel and defense program | eads devel opnent and

i npl enentation of an information security programfor the State;
adm ni sters preparation of project justifications, technical
speci fications, and evaluation for bids and contracts; assists
Wi th preparation and justification of budget and expenditure

pl ans; and testifies before the Legislature and works with

vari ous cabinet |level task force or special conmttees/groups.

Know edge and Abilities Required: (Know edge and abilities
required for full performance in this class.)

Know edge of: Principles and practices of public
adm ni stration; managenent requirenents relative to data
processi ng technol ogy and techni ques i ncl udi ng
t el ecommuni cati ons, data base nanagenent, etc.; principles,
nmet hods, and techni ques of an integrated statew de information
and tel ecommuni cations system principles and practices of
supervi si on; managenent principles and practices; and report
writing.

Ability to: Plan, organi ze, manage, coordi nate and
facilitate informati on processing and/ or tel ecommunications
operations and assist the division adm nistrator in the
managenent of the Information and Comuni cation Services
Division; think logically; analyze data and draw | ogi cal
concl usi ons; perceive and understand the direct, indirect, and
inplied inpacts and consequences of decisions; read and
conprehend technical, business, and | egal docunents, and ot her
materials; speak and wite effectively; prepare clear and conci se
reports, nenorandum and other materials; establish and naintain
effective working relationships with others; plan, organize and
direct the work of others; and devel op and justify budget and
expendi ture plans.
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This is an anendnment to the specification for the class,

ASSI STANT ADM NI STRATOR, | NFORVATI ON AND COWVMUNI CATI ON SERVI CES
(ASST ADMR, | NFO AND COWN SVCS), which was approved on

June 5, 1992.

DATE APPROVED: 5/20/02 /'s/ Dawmn M Young

DAVI S K YOd
Director of Human Resources Devel opnent



